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Session Overview

* This is a hands-on working guide that walks
through developing a caBIG™ training module.

* |t covers basic steps to create a training module
in real time using caBIG™ templates.

* Our audience is anyone developing training
modules for caBIG™
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Objectives

* By the end of this guide, you will be able to:

— List the six steps of the training development life cycle
— Describe the process elements of each step

— Access caBIG™ templates that support the training
development process

— Use the templates to construct training that works

— Access additional resources to assist in training
development
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The Training Life Cycle

« Training development follows a sequence similar
to the systems development process.

Audience Analysis
Scope & Purpos:\
Outline & Objectiv:s\

Development & Tes.t\
Delivery ’\

Evaluation

b
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The Basic Steps

 Audience Analysis
« Scope & Purpose

Who is the Audience?

. Outline & Objectives DZﬁ’fgC:aF;ﬁ'i‘zs

o Development & Test Motivation/Interest
_ Resources

* Delivery Timeframe

. Evaluat Prerequisites
valuation Training Needs
Template:

Audience Analysis
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Audience Analysis
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Audience Analysis - Meeds Assessment

Agk: Who?  wWha?

Whan?

Whara?

Why?  How? How Much?
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The Basic Steps

Audience Analysis
Scope & Purpose
Outline & Objectives
Development & Test
Delivery

Evaluation
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What is the Scope &
Purpose of Training?

Overview
Purpose and Goals
Audience Analysis Summary
Proposed Training Setting
Content Resources
Leadership

Template:

Project Scope and
Purpose Statement
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Scope and Purpose | @ === - mil

Project Scope & Purpose Statement
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ldentifying Content Resources

« Part of developing training scope includes identifying
resources to support future content development.

— Uses Cases — Briefings

— Requirements * — Websites

— Test Plans * — Marketing Materials

— User Documentation * — Subject Matter Experts
— Help Guides/FAQ's — Hands-On “Day in Life”
— Demonstrations

« *-Some of these items should be available for the project in GForge.
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Proposed Training Format

« Scope of training delivery methods will vary based on
audience needs and timeframe. Examples:

Instructor-led classroom Small (<50), local learner community; material requires
discussion or group interaction to learn effectively.
Computer based training Distributed (>3 sites), large audience (>50 people) with
(CBT) and CD-ROM unreliable/slow network or hard-to-schedule timing.
Content is stable/static, so not outdated quickly.
Web-based training (WBT) — Distributed, large audience with network access.
Could include Wiki’s Evolving content centrally managed for easy updates.
Can be instructor led with interaction, or self-paced.
On-the-job training or Low teacher-learner ratio (1:few). Experiential learning
Mentoring for specialized tasks, advanced application, or where

apprenticing is needed to learn specific nuances.

Job aids (Manuals, Help Tools, | Individual learning/ongoing reference while on the job.
Workbooks, Quick Guides) Topic-specific help, stable content
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The Basic Steps

* Audience Analysis

« Scope & Purpose

* Outline & Objectives
* Development & Test
* Delivery

« Evaluation

How Will Training Be
Structured? What are
the Objectives?

- Create Topic Level Outline
- List SMART Objectives
- Map Detailed Outline

Template:

Outline & Objectives
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Outline & Objectives

Training Qutline and Objectives

ing content and ultmately frames and determines the flow
s step is to organize ideas into a logeal fom that tracks to
e, and shows the relationship bawesn content being taught.

Builfing an cutline reguires understanding how classes bresk info lessons and
objectives. As the figure below shows, s raining dass [also called a module or
session] may be made up of multiple lessons or sections, which are collections of
learning objectives. Learning objectives are made up of content, ususlly organized
into slides or scresns {for presentation maernials). Content can include the prasentation
of information, scenarios, exermises andfor test guestions relsted to the objective.

Training Classes/Modules! Sessions may either stand indspendsntly, or be 3 modulz
with a broader course {ag., Intreduction to caBIG™).

il Training Clas=s G lsslInes
{AHA Modul=Session) n general, a Thaining Class may consls of 35 lessons'saciions.

wmch of wh ich indudes 3-8 objecives

- aach of win ioh Indiudes 35 shdes of condant
Lesson/Sacton 2
Lesson/Section 3

Content
Przanizton
seersos
Exsroizes
Test Qusstions

Lesson! Section Qutline

ar initiative o

SMART Ohbjectives

MNext step Wiite SMART objectives that fillthe needs of your sud
them against the lessons defined above. SMART learni |
maasurable, agresd upon, realstic, and tangible. Th

is importznt

sny training program, es Iy ones designed for adult learners. SMART objectives
are written using words that are concrate and actionable (think “verbs™) Examples:

» Compute » Enter » Practice

+ Demonstrate » [Establish + Prepare

. = Explain » Present

" = List » Provide

- » Locate = Show

L ]

Examples: Present the skils obtained intodays lesson to your colleagues.
Listthe arder of operations. in which to perform the task
Explain the differencas between calBSR and EVE when searching tems.
Demonsorare the technigues used to annotate 3 document.

Detailed Qutline

Mazp the SMART objectves daveloped above against the topic-davel o
detailed outline.

to resul ina

Lesson LessonlSection Hame LessonlSection — Twverall Purposel
# General Description (1 sentence)
=

Lesson Lesson EMART Ohjectives Contentldeas
# and Sources®
=
-3
_“ =
Pt
-3
x ] F
L
]
T T
-z
=3

Training Project Name:
Completed by Date:

* Omnoe written down in outline form, content idess lead to slides/screens with content
(presentation, sxercises, scenanos, test guestions) that teach the leaming objective.

Training Project Name:
Completed by Date:
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Topic Level Outline

Training Class
(AKA Module/Session)

—» Lesson/Section 1

—» Lesson/Section 2

Guidelines

In general, a Training Class may consist of 3-6 lessons/sections,
each of which includes 3-6 objectives,

each of which includes 3-6 slides of content.

——» Lesson/Section 3
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» Objective 1 l
—»  Objective 2 Content
Presentation
—» Objective 3 Scenarios
Exercises
Test Questions
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SMART Obijectives

« Writing SMART objectives is important to the
success of any training program

— Specific — Targeted, clear and not vague
— Measurable — Helps determine if a goal is achieved

— Attainable/Achievable — Links to a measurable
outcome; Determines if objective is realistic

— Relevant — Applies to audience; establishes context
— Timely — Helps further identify the goal
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SMART Objectives - Sample Verbs

« Compute « List
 Demonstrate  Locate
« Describe * Practice
 Determine * Prepare
« Distinguish * Present
 Enter * Provide
» Establish  Show
« Explain « Use
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Detailed Outline
* Next, map SMART objectives against the topic-

level outline to develop a detailed outline.

Lesson #

Lesson

SMART Objectives

Content Ideas
and Sources*

1

1-1

1-2

1-3

2-1

2-2

2-3

3-1

3-2

3-3

4-1

4-2

4-3
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The Basic Steps

* Audience Analysis

« Scope & Purpose

e Outline & Objectives
 Development & Test
* Delivery

« Evaluation

Populate caBIG™
Training Templates

Use Audience Analysis,

Scope/Purpose, Outline,

Objectives, and Existing
Content as Guides

Templates:

Overview Training Template
Hands-On Training Template
(Link to Training Portal)
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caBIG™ Training Templates

 The caBIG™ Training Workspace has
developed two templates for training materials

— Overview — For general introduction

— Hands-On — To demonstrate application use
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Training Development

« Structure subject matter into the templates:

— Structure material into small “chunks”
— Map content against your objectives

— Use bullet points, call-outs and screen shots to
communicate content and fulfill objectives

— Develop hands-on activities where appropriate

— Mix content presentation with scenarios (use cases)
— Ask questions to engage audience in materials

— Include references to other information sources

— Maintain structure and format consistency
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Training Development — Sample Slides

Session Details:
Session Objectives

=

E

Conter
for Bl
Bioinformatics

caCORE Training

caDSR and caCORE Overview

Course Number: 100
Session Length:
Target Audience:

Trainer:

NCICB Liaison / Expert Curator:

90 Minutes

caDSR Users and Metadata Consumers

Jennifer Brush
jbrush@scenpro.com

Dianne Reeves
reevesd@mail.nih.gov

stag=
ata caDSR Overview:
eme:l Metadata Example: Patient Age in Years
R To
] Sy toredin (=
Data What is your age?: | 32—
_'f'_ database
+
pescrioes;
the data /'ni

» When you leave today, you will be able to:
1. Identify the major components of caCORE
2. Describe the relationship between caDSR and other caCORE

caBIG
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Describes data

Patient Age Year
(data element)

e
ANCER
INsTITUTE

Patient Age
(data element concept)

Age Year
(value domain)

l;_l

Patient Age
(object class) (property)

Datatype: Number
Max length: 3
Version: 2.0

Type: Non-enumerated

caDSR

metadata
repository

stored in
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Checking Your Materials

* Check fonts for size and consistency

« Keep callouts, lines, arrows the same color

* View the entire presentation as a slide show

» Verify bullets consistency between slides

* Check to see if graphics overlap text

* Verify terminology is consistent

« Confirm content includes objectives & reviews
* Ensure objectives are covered in the review

* Double check hyperlinks (if applicable)
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Testing Your Materials

« Conduct test runs of training to ensure that:

— Learning objectives are fulfilled by the materials

— Delivery can be accomplished in the time allotted

 After you have developed your training, submit
to Training WS for review

— Visit https://cabig.nci.nih.qgov/training/evaluation.html
for review guidelines and checklists
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The Basic Steps

* Audience Analysis

° Scope & Purpose Delivering Training

e Outline & Objectives Needs will vary based on
training delivery method.

* Development & Test Common elements:

[ ]
Dellvery - Logistics Management
 Evaluation - Communication with Audience
- Supporting Materials
- Certificates
-Training Feedback Form
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Delivery Considerations

e |If Classroom...

Check out room layout and
resources in advance.
Have your materials ready
to go, including technology.
Begin and end on time.
Practice, Practice, Practice!
Engage your audience with
questions, scenarios and
focused discussion.

The best trainers facilitate
learning in a supportive yet
structured way.

cancer Biomedical
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» |f Computer Based...

— Know where content will be
housed and how audience

will access it
— If instructor-led, test
Interaction between

instructor, audience and

technology

— Keep track of content over
time, and update as needed.

— Find ways to engage
audience (forums,
discussion boards)
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The Basic Steps

* Audience Analysis
’ SCOpe & Purpose How Do You Know
e QOutline & Objectives Your Training Worked?

* Development & Test - Confirm objectives were met
: - Improve training materials
* Delivery

- ldentify future needs
« Evaluation Templates:

Training Evaluation Form
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Sample Evaluation Form
@ === - R

Dot Mo Wiwet Ve BT Mot
Sncwoca sscwou pr——— Bop cisa

caBIG™ Training Session - Feedback and Evaluation

‘Ovarall & spa semant
1. NamaCaniact (Cptienal): e —
L] Vo aa(aq-;aat-:l-’!y "-a-.*-:-’a rag T==] "F.%:F"lg JresOnse, fEasa Incude camadl RO | ga:.-la.ua;b;f;{:—g o

2 cagiG™ Warksnaca (i appicahic)

\What went well for you during this training? What should we keep doing next

- Fle tims?

Piagsa placa 3 cneck o " n e bax hal best relecls your answiar 10 2ach question balow:

Did the training meet ite cifectives? | 2=ioiie | M= | S| e

Trainer: [Istobfectiees of podr Fraln

AN e SESCES DEMW

What didn't go sowell for you? Wha would you like to see done differently next

time?
Orvarall Coures Evaluation
Do Mok et Ve === 11 Mot
Coures Daslgn = i, ||| Eathiici | - it
Difboulty of cOUrs=: What other courses would you lke o s== ofered?

Pace of courss:

Lengin of Course:

Cameam covared in courss:

Time asocaied for quastans:
Tralning Envircnmant

({DELETE SECTHIN FOR CBTAVET]
CI325r00m fcahan

Room s=lug:

Room emperaire

Foom acoustics:

Approprisie uss of ROME0gy:
Caontant Prasantation
Organizatanioghcal arder of coment
QuaRty of Course sdes & handouts:
Relevance of malerias:

Ay of emeriEas
Supparivanass of rainer:

ADINTy 10 reisie ma=nal 10 job EshE
Ciarty of presamEtons S pananans:

What else would you liketot

Traming Argjact Mama: Traiming Argjact Mama:
Traming L=3d TEE Traming L=sd: EIEY
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List of Available Templates

* Audience Analysis

* Project Scope and Purpose

« Qutline and Objectives

« Training PowerPoint Templates (Overview / Hands-On)
« Course Evaluation Form

These materials will be available through the
caBIG™ Training Portal by the end of April 2006.
https://cabig.nci.nih.gov/training
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References & Resources

e caBIG™ Training Portal
https://cabig.nci.nih.gov/training/

* Documentation & Training Gforge Collaboration Site:
http://gforge.nci.nih.gov/projects/cabig-tws/

« Training WS Mentors — Request through NCICB
E-Mail: ncicb@pop.nci.nih.gov

« caBIG™ Training Workspace
https://cabig.nci.nih.qgov/working groups/Training SLWG

* Documentation and Training Questions Listserv
https://list.nih.gov/archives/cabig_bc_train-I.html
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* The guide is complete! Can you:

— List the six steps of the training development life cycle
— Describe the process elements of each step

— Access caBIG™ templates that support the training
development process

— Use the templates to construct training that works

— Access additional resources to assist in training
development
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Contact Us With Feedback!

Write to us at CABIG_BC_TRAIN-L@list.nih.gov

=
WMo

el

Members of the caBIG™ Training Workspace (WS)
March 2006
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